<ty | POLICIES AND PROCEDURES o

A, o .
ﬁ;“f“? MONTGOMERY COUNTY 1 oF 3
L - Y DEPARTMENT OF FIRE AND RESCUE SERVICES DATE
-5}’\,5- : July 1, 1990
G

TITLE PURCHASING PROCEDURES DIRE[C/TOR APPROVAL

PURPOSE

1.0 To establish formal purchasing procedures and provide for budget
accountability. '

APPLICABILITY
2.0 A11 DFRS personnel.
BACKGROUND

3.0 In August 1989, Purchasing Procedures were implemented to provide for
improved efficiency and accountability. After six months of use, a review of
the procedures was conducted. This policy incorporates the results of the
review.

RESPONSIBILITY

4.0 The Chief, Bureau of Management Services is responsible for oversight and
supervision of this policy.

4.1 Bureau Chiefs are responsible for approving, in advance, all Petty Cash
purchases and Call Orders, and submitting the Petty Cash Voucher Log to the
Bureau of Management Services for quarterly review.

4.2 The Management and Budget Specialist is responsible for reviewing and
approving purchase requisitions, monitoring the quarterly petty cash voucher
log and call order log.

4.3 Bureau of Management Services aides are responsible for maintaining control
logs as indicated in this policy and processing forms and requests as
required.

POLICY

5.0 The following positions have signature authority for approving Department
Purchasing Requests.

a) Director

b) First Deputy Chief

¢) Chief, Bureau of Management Services

d) Management and Budget Specialist

e) Program Development Officer (CIP only)

f) Bureau Chief (Petty Cash only) '
g) Bureau Chief (Purchase Approval Request)




POLICIES AND PROGEDURES e

.10

s 11

.12

PAGE
MONTGOMERY COUNTY 2 BF 5
DEPARTMENT OF FIRE AND RESCUE SERVICES DATE 1
' July 1, 1990
TiTLe  PURCHASING PROCEDURES DIRECTOR APPROVAL
v
Petty Cash NI

Personnel wishing to make a petty cash purchase ($50.00 or Tess) must receive
advance approval from a Bureau Chief, or one of the individuals listed in 5.0
if the Bureau Chief is not available. Approval must be obtained prior to a
purchase being made.

Each Bureau must maintain a log of petty cash transactions. See
Attachment 7.0 for format.

The Petty Cash Voucher Log must be submitted to the Bureau of Management
Services on a quarterly basis for review.

Call Order/Direct Payments

Call order purchases (maximum 1imit $1,000) must receive advance approval
from the Bureau Chief prior to issuance of the call order number.

~ A11 Purchase Approval Request Forms must include proper Department, Pseudo,

and Object Codes.

The Bureau of Management Services must maintain a central Department log for
all call order numbers. Call Order Numbers will be assigned by the Bureau of
Management Services.

When merchandise is received, the invoice will be signed and dated to
indicate receipt and a Direct Payment will be completed by each Bureau.

The Bureau of Management Services will maintain the central files of Direct
Payments and invoices.

Direct Payments (an original and one copy) must be forwarded to the Bureau of
Management Services for approval.

Purchase Requisition/Contracts

Purchase Requisition Forms are required for purchases over $1,000 and for any
contractural agreements.

Forms must be forwarded to the Bureau of Management Services for approval and
signature.

The Bureau of Management Services should be listed as the billing address on
the Purchase Requisitions. The requesting Bureau may utilize its own address
for delivery (See Attachment 7.3).
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Exception: For Purchase Orders which require monthly bi11ing,'%n¢ofdes
should be billed to the requesting Bureau. The original Purchase'Order will
still be maintained through the Bureau of Management Services.

5.13 Approved Purchase Requisitions will be forwarded to the Purchasing Department
by the Bureau of Management Services.

PROCEDURE
Petty Cash

6.0 Personnel desiring to make Petty Cash purchases must contact their Bureau
Chief for approval. With approval, the purchase may be made.

6.1 Receipt(s) from the purchase are submitted to the Bureau Chief's aide. The
aide will record the purchase in the Petty Cash Voucher Log and type a Petty
Cash Voucher.

6.2 After signing by the Bureau Chief, the voucher is returned to the purchaser.
Signed vouchers are reimbursed at the Division of Revenue, 5th Floor, EOB.
Call Order/Direct Payments

6.3 A Purchase Approval Form is completed and forwarded to the Bureau Chief for
signature.

6.4 Once approved, the forh is submitted to the Bureau of Management Services.
In emergency situations, the Bureau's aide may call the Bureau of Management
Services and obtain a Call Order number.

6.5 A Bureau of Management Services aide will assign a Call Order Number and
enter the necessary information in the central Purchasing Tracking System.

6.6 Once the Call Order Number is assigned, the Bureau can order the merchandise.

6.7 Upon receipt of the merchandise, the purchaser signs the invoice, types a

Direct Payment and forwards the following to the Bureau of Management
Services.

The Invoice

The Direct Payment

One copy of the Direct Payment and invoice
Copy of Purchase Approval Form

a0 o
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6.8 A Bureau of Management Services aide records payment in the centrgi
Department Call Order/Direct Payment Log, obtains an authorized signature,
forwards the Direct Payment to Accounts Payable and places the Direct Payment
copy in a central file.

Purchase Requisitions/Contracts

6.9 A Purchase Requisition is completed and forwarded to the Bureau of Management
Services. The billing for all Purchase Requisitions is the Bureau of
Management Services, EOB, 101 Monroe Street, Rockville, Maryland 20850. The
delivery address will be the appropriate address of the Bureau requesting the
purchase.

Exception: For Purchase Orders which require monthly billing, invoices
should be billed to the requesting Bureau. The original Purchase Order will
still be maintained through the Bureau of Management Services.

6.10 A Bureau of Managemenf Services aide 1ogé the Purchase Requisition and
_ forwards the requsition to the Management and Budget Specialist for review.

6.11 After review and approval signature by the €hief, Bureau of Management
Services, the Management and Budget Specialist returns the requisition to the
Bureau of Management Services aide, who forwards the requisition to the
Office of Purchasing.

6.12 Purchasing processes and returns the Purchase Order to Bureau of Management
Services.

6.13 Bureau of Management Services notifies the requesting Bureau of purchase
approval by forwarding a copy of the Purchase Order.

6.14 When the order is received, the ordering Bureau signs and forwards the
receipt to the Bureau of Management Services.

6.15 Upon receipt of the invoice from the vendor, the Bureau of Management
Services signs the Purchase Order, forwards to Accounts Payable.

ATTACHMENTS

7.0 Petty Cash Log

7.1  Request for Payment

7.2 Purchase Approval Request

7.3 Purchase Requisition
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7.4 Petty Cash Flow Chart
7.5 Call Order/Direct Payment Flow Chart

7.6 Purchasing Requirements Flow Chart
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ATTACHMENT 7.0

DEPARTMENT OF FIRE AND RESCUE SERVICES
MONTGOMERY COUNTY, MD.

PETTY CASHLOG
FY

Submit Quarterly to Bureau
of Management Services
July - September
October - December
January - March
April - June

Bureau of

Date Voucher Reimbursed Description Amount
Number To

01. PC

02. PC

03. PC

04. BC

0s. BC

06. PC

07. 148

08. BC

09. PC

10. PC

11. PC

12. PC

Lk PC

14. PC

15. PC )

16. PC

17. PL

18. i

19. PC

20. PC

21. PC

22 PC

23, FE

24, PC

25, PC

26. PC

27, PO

28. pC

29. PC

30. PC

31 PC

32. PC

33 PC

34. 3%

35. PC

Total For Quarter $

ADS2038



ATTACHMENT 7.1

REQUEST FOR PAYMENT

MONTGOMERY COUNTY, MARYLAND

TO: DEPARTMENT OF FINANCE, DIVISION OF ACCOUNTS

Use of this form subject to provisions of Administrative Procedure 2 - 2

Requesting Dept./Agency Agency Code

Request Payment of the Attached Invoices To: Total Amount

Items Previously Encumbered:

Invoice No. Encumbrance No. or Call Number No. Amount

Items Not Previously Encumbered:

FY Invoice No. Pseudo Code Project Location Obj. Code Amount

Authorized Department Signature Date

Approved/Division of Accounts Date




ATTACHMENT 7.2
DEPARTMENT OF FIRE AND RESCUE SERVICES
MONTGOMERY COUNTY, MD.

Purchase Approval Request

Call Order —- Call Number:

Purchase Request -— P.R. Number: P.O. Number:

Items To Be Purchased:

Operating Expense Pseudo Code:

Capital Outlay Object Code:

Please answer the following:

1. Is the item covered by an existing contract? Yes No
2. Is the item $1000 or less? Yes No
3. MFD Vendor available? Yes No
4. Three price quotes are:
Vendor ( List recommended vendor first) MFD Vendor? (Y/N) Price
| :
¢
Requested By: Date:
Bureaw/Division: Agency Number:
Approvals: - Date:

Approvals: Date:

AD92037 4/92



SUPFING WETRUCTIONE

-

PURCHASE REQUISITION
REQUISITION FOR SUPPLIES EQUIPMENT SERVICES

. MONTGOMERY COUNTY | NOT USE THIS SPACE
MARYLAND | K%TACHMENT 7 . 3oraatment no OEFT NAE 014390
n m a r d r e c nc Ty Ty EETD
r f p o s | 1 2 3 4 5 8 ¢
1 23 485 6 Terc A S AUTHORIZED DEPARTMENT SIGNATURE Baty

SUGGESTED SOURCE OF SUPPLY (OPTIONAL)

L=}

10 BF DELIVERED (SPECIFY BUILDING AND ROOM |

REQUIREMENT FOR

o WEEKS
MONTHS
¥iARS
PROCUREMENT MAY CONTACT THE FOLLOWING PERSON IF REQUESTED
ADDITIONAL INFORMATION IS NECESSARY DELIVERY DATE
PHOMNE
BILLING ADDRESS
101 Monroe Street, 12th Floor contacT naveWendy Clevinger
Rockville, Maryland 20850 raonvena. (301) 217-2450
Attn: Bureau of Management Services
LINE AMOUNT SUF PSEUDO PROJJLOC. | OBJ. SUBSIDIARY TOLERANCE DUE DATE
DELWERY DATE TERMS: FOB.
Big/Contract No
COMPLETE AND ACCURATE SPECIFICATIONS Se0uLD BE GIVEN FOR EAC ITEM LISTED T OF £sT ATED DO NOT WRITE IN
T | R e e Sk et | U | e | oL com | | ThEbE coxwes
NOTE: IF THIS IS AN EMERGENCY PAOCUREMENT, PLEASE )
ATTACH A BRIEF JUSTIFICATION SIGNED BY THE DEPART- TYPED
MENT HEAD.
el 55 TOTAL $
FROATRCET APPROVED (BUTER |
MAILED

PROCUREMENT

PRMD M 485
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Attachment 7.4

PETTY CASH FLOW CHART, wincx 1ase

T

Apstty Cash Log is maintained
by each Bureau.

OETRINS
BURERU CRIEF
SIGHATURE

UDUCKER 1%
RETURNED
70 INDIVIDUAL 2

individual

tikec zigned woucher

£0B fer

<o revenue, 5%h floer, E03

Payment.




Attachment 7.5 CALL ORDER/DIRECT PAY FLOW CHART, mrx 158

Bureau inftiates request
for purchase by cor-
pleting “Purchast
Approval Forn"

MANAGEMENT SERVICES AIDE
ASSIGNS CALL ORDER NUMBER
AND
LOGS REQUEST

RPPROVED BY
BUREAU CHIEF?

no

BUEEAU

GRDERS
RECEIVES
HEECHANDISE *

‘Upon receipt of merchindise, bureau signs invoice
fupes direct paument, ant forwards criginal and one COPY
oi direct paument and 1nvoice e Nanegement SETviCES for approval.

Y
HANAGENENT OBTAINS
SERVICES AUTHORIZED
" AIDE ' ; SIGNATURE
LOGS I PAYMENT
- ¢

FORWARDS
ORIGINAL DIRECT PAY
10 ACCOUNTS PAYABLE

¢ MAINTAINS CEN, FILE
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PURCHASING REQUIREMENTS

Attachment 7.6

HANAGEMENT

requisition

——————

elivery address

;111 be the appropriate
address of the Eureau
requesting purchase.

‘¢ forwards Purchase regu~='_.nn
”ana‘enew' and Sudset

- pevitw, who then iorwards for
haturt,

Specialist

|

SERVICES (MS)

Aide logs
purchase req.

pide logs
purchase
requisition
& roruards
4¢ Purchasing

RPPﬁgUiﬂl

{Pink copy of rbqulsau1cn
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Yellow copy remains in
Hanizemeni Services)

RETURN
10
BUREAU

FLOW CHART, tarch 1%
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Purchasing

Management Ser.
Mal ntun;
purchase order

Processes :
and génds T e — ‘J.lrfnﬂ"‘!n
Purchase Sureau of,
Order to H.5 Recelpt
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photucopy of purchase
order
Bureau
TecElVES
order/s1gns
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fi.
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matntain file copy
payment.)

Hanagement
Services
signs P.0

aide logs/
foruards 10
Ascounts ray.




